
FSCC/GCCC Proposal Guidelines and Glossary

What is the function of the curriculum committees?

The primary charge of the Curriculum Committees by the governing bodies of The University (namely the Faculty Senate for undergraduate and the Graduate Council for graduate programming) is to review curricular proposals submitted by the academic colleges and either make recommendations for proposal improvement or recommend support for the proposal to the senate/council for vote.  Therefore, committee approval does not guarantee that the proposal will pass the senate/council.  Our committees exist to ensure that proposals forwarded to the senate/council are in proper form and meet acceptable standards for final consideration.
Who are the members of the curriculum committees?

The curriculum committees are elected or appointed within each respective organization and their membership may change on a yearly, bi-yearly, or tri-yearly basis.  Names of your colleagues holding these positions in any academic year are posted on the organization’s respective blackboard systems.  

Faculty Senate Curriculum Committee – one senator and one non-senator from each undergraduate college are elected to two-year terms.  Ex-officio members include the Dean of External Academic Affairs and the Director of External Academic Affairs.

Graduate Council Curriculum Committee - minimally two councilors (graduate council members with graduate faculty status) and one or two representatives from each college.  Ex-officio members include the Dean of External Academic Affairs and the Director of External Academic Affairs.

What is the function of your college’s representative?
Your college representative, either on FSCC or GCCC, is an elected position within your college.  It is imperative that you elect a representative who will be able to attend meetings regularly as this is your college’s voice on the committee.  His or her role is to help your respective college with the proposal process by: 1) in FSCC acting as your college’s voice during the proposal hearing; and 2) in FSCC and GCCC to assist you in the application process by offering clarifications or assistance in filling out the forms when needed. 
What is the process for proposal review?
1.  Completed proposal with supporting documentation needs to be approved on a college level before it is submitted to either FSCC or GCCC.  .  It is here that your colleagues should be judging the program/course quality, viability and sustainability within the college and university as a whole.
2. Once college level approval has been granted the proposal is submitted to the respective curriculum committee and undergoes a review process:

a. Committee review is looking for the following:
i. Completed error free proposal form (i.e. Background Statement, Proposal Statement, Current Catalog Copy, Proposed Catalog Copy, Rationale Statement, Projected Impact Statement, Student Transition Statement)

ii. Completed error free documentation of supporting evidence (i.e. UF Syllabi, Degree Plan, Curriculum Review Memorandum, Modified Degree Plan, Program Mission Statement, Program Goal Statement, Implementation or Teach-out Timeline, Evidence of Needs Assessment and Budget Memorandum, Evidence of Student Matriculation Support, etc. as indicated by your choice of Proposal Option type)

iii. Does your course syllabus have measurable objectives?
iv. Do these objectives match your program goals?
v. Do the Program Goals match your Mission Statement?
vi. Have you documented your Course/Program’s projected impact on the institution? 
vii. Have you documented how you will handle student transition to the proposed changes?

viii. Do your proposed changes to a course/program have an impact on other courses/programs and/or colleges, and if so have you notified the colleges that are impacted of your proposed changes with a Curriculum Review Memorandum?
ix. We recommend but do not require an assessment plan as this falls under the jurisdiction of the respective assessment committees.

b. In sum, our curriculum review process looks for:  a) proposal coherence; b) proper documentation; and c) proposal clarity so that we may present, defend and answer questions that senators and/or council members may have regarding your proposal. 
3. Once the proposal(s) has passed our respective committees’ review process, and if it is not deemed an FYI status proposal (meaning that no vote by senate or council is needed), then our committee chair submits it for the Senate/Council agenda for vote by members.

4. Only the Senate/Council can officially reject or approve a proposal (that does not have FYI status) for final implementation.

Which proposal document do I need to fill out?

Faculty Senate and Graduate Council have elected to use the same proposal form for each committees’ purpose, so whether you are submitting for an undergraduate or graduate proposal the forms are the same.  Both committees are currently using two forms:  the course update form and the program update form.  If your proposal involves the addition/deletion or alteration of a course then you choose the course update form.  If your proposal involves the addition/deletion or alteration of a program then you choose the program update form.  

If you are adding a new or altering a program, you may also be adding or altering courses.  Though you may wish to submit the program proposal and new courses for the program in the same review cycle, the course proposals must be approved first before the program can be approved.  

How many proposal forms do I need to fill out?
The number of proposal forms will be dependent on the type of request you are making.   The following examples are provided for clarification: 

a) Each course, program or major you wish to add requires a separate proposal

b) Modifying an individual course can be done within one proposal. A proposal might reflect multiple changes, including increasing credit hours and modifying a course title. Both these course changes would be submitted on a Course Update Form 

c) Modifying a program/major by adding three courses and eliminating two others from the major/program should be done on the same Program Update Form

d) If creating a new major or program, a proposal will need to be included for each course within the new major/program (Course Update Form) and a Program Update Form will need to be submitted reflecting the proposed major/program

When do I submit proposals for review and to whom?
The submission dates to Graduate Council Curriculum Committee or Faculty Senate Curriculum Committee are different, please check the Blackboard system for the committee you are submitting to for due dates and review dates.  If submissions are being directed to Graduate Council, please contact the Office of Graduate and Professional Studies or the current chair of the Graduate Council Curriculum Committee.  If submissions are being directed to Faculty Senate please contact the current chair of the Faculty Senate Curriculum Committee.  No late submissions will be accepted.
What are common reasons a proposal does not receive curriculum committee approval?
1.  The proposal format was not followed or was altered by the proposal sponsor.

2. The proposal is not an error free document (i.e. it is riddled with syntax and orthographic errors).

3. The proposal is incomplete or completed incorrectly (i.e. sections such as background, rationale, projected impact, etc.).

4. The proposal does not have the proper supporting documentation.

5. The supporting documentation is incomplete (i.e. signatures missing, section descriptions missing, etc.).
6. The syllabus is not submitted using the approved UF syllabus template. 

7. There are no stated objectives for the program or course, or the objectives are not stated in measurable terms.

8. There are no stated program goals.

9. The proposal has not passed your own college review.

10. Multiple proposed changes have been submitted on one proposal form.

Proposal Glossary
(Terms listed as they would appear in proposal forms.)

1. Proposal Number: this number is assigned yearly and should include your college abbreviation and a numerical number that represents what number proposal it is for that year.  For example COLA03 –U is the third undergraduate proposal put forth by COLA in that academic year; and COLA03-G is the third graduate proposal from COLA that year.  Please note that proposal numbers should be assigned sequentially for how proposals should be reviewed. Therefore, a new course being added to a program needs to have the Course Update Form proposal number lower than the Program Update Form. 
2.  Short Title: a short title is assigned to connect with the program or course that the proposal is written for.  For example if your proposal is making a change to a course entitled BLMC220 Introduction to Culture: Bridging Differences, your short title would be BLMC220.

3. Academic Year: the year in which the proposal was submitted, i.e. 2011-12

4. Degree: this is where you note whether the proposal is associated with an Associate degree, Bachelors degree (major or minor), Post Baccalaureate, Masters (masters of arts or masters of science) degree, Doctoral degree or other educational programming.  

5. FYI : is a proposal status that only needs FSCC or GCCC approval and does not need to be voted on by Faculty Senate or Graduate Council.
6. Program: the program in which the proposed update takes place.  For example, the TESOL/Bilingual Education Program is one program situated within the Department of Language and Culture within the College of Liberal Arts.

7. College Approval Date:  the date in which your proposal passed your college’s review.  Those proposals that have not gone through a college review process will not be viewed by either FSCC or GCCC.

8. Dean: the dean of the program, department, etc. in which the proposal is taking place

9. Program Director and/or Chair: some administration hierarchies are different from college to college; therefore you may only have a chair and not a program director, if you have both please report both.   
10. Proposal Sponsor: the person who is writing the proposal.

11. Proposal Options: this field is for you to choose one and only one per proposal.  If you have more than one then each needs to be submitted on its own proposal form.  

12. Required Documentation: all the supporting documents for your chosen proposal option; if one of these supporting documents are not provided or are not completed then your proposal will be tabled and/or rejected by the committees.
13. UF Syllabus:  all syllabi must be submitted using the UF syllabus template; those syllabi that are not written with this approved template will not be reviewed and consequentially will negatively affect your proposal’s status.  Syllabi not attached within the proposal document will also not be reviewed, i.e. if you send the syllabus as a separate file it will not be considered part of your proposal and your proposal will be considered incomplete. 
14. Program Mission: this is the mission statement as defined by your program.  If you are unsure of your program’s mission statement please check the Graduate/Undergraduate Catalog and/or contact Academic Affairs at X5455; hingson@findlay.edu.  If you are proposing a new program this mission statement must be approved by your college before you continue.
15. Program Goals: this is the stated goals of your program.  If you are unsure of your program’s goals please check the Graduate/Undergraduate Catalog and/or contact Academic Affairs at X5455; hingson@findlay.edu.  If you are proposing a new program the program goals must be approved by your college before you continue.
16. Degree Plan: an overview of the curricular courses and the recommended sequencing of coursework for degree/major completion.
17. Implementation/Teach-out Timeline: if you are proposing a new program or a change to an old program or a deletion of a program, you must provide a timeline showing how you will: a) phase the new program and the courses into the university schedule over the course of academic years until the program at all stages are operational; b) phase the new changes into your existing program; or c) phase the program out of existence over the upcoming university schedule and academic years. 

18. Evidence of Needs  Assessment and Budget Memorandum (NABm):  the curriculum committee does not review budgets or Need Assessment Plans; however we do require a memorandum stating that the budget and/or Needs Assessment Plan has been reviewed and accepted.  Please see FSCC website or GCCC website for this form, which is to be completed and signed before your proposal can be accepted. This form may be submitted as a separate document.
19. Evidence of Student Matriculation Support Memorandum (SMSm): in the event that you are phasing out a program, you need to provide evidence that all students will matriculate under the conditions of the catalog of that student’s entry into the program, and what courses if any will be used as substitutions for completion of their catalog year in the event that the course(s) have been eliminated from the program offerings before the student graduates.
20. Curriculum Review Memorandum (CRm):  this memorandum is designed to show the curriculum committees that affected programs and colleges have been notified of your proposed change and whether or not there are any concerns related to the proposal for the affected area.   This form may be submitted as a separate document.
21. Background: this field is for you to give a brief background or summary to inform the reader about the proposal.  

22. Proposal: this field is for you to provide a concise statement of the proposal (i.e. what exactly do you want to do).  

23. Current Catalog Copy: this field is for you to provide the committee the current catalog copy information.  If you are unsure of what the current catalog copy states, please contact Academic Affairs at x5455; hingson@findlay.edu.  

24. Proposed Catalog Copy: this field is for you to provide the committee the catalog copy of what you are proposing.  Again if you have questions regarding what you are proposing, then you should contact Academic Affairs at x5455; hingson@findlay.edu   and in some cases you may need to contact the registrar’s office as well.

25. Rationale: this field is for you to provide the committee the concise rationale as to why these changes are necessary and should indicate how assessment was used to decide on this change. The rationale may include reference to descriptions in the background statement but should not be redundant.
26. Projected Impact: this field provides the committee with information regarding both the positive and negative effects and implications that these changes could have on the institution.  Each of the following items must be addressed:
a. Tuition & income

b. Faculty

c. Support staff

d. Other Programs/majors/minors

e. Current & potential students

f. Facilities (including library)

g. Equipment

h. Other potential costs

27. Proposal Implementation timeline:  this field lets the curriculum committees and Academic Affairs know when the proposal will go into effect.

28. Student Transition:  this field asks for a concise statement regarding how you will transition students to the new requirements if your proposal is accepted.

29. Supporting Documents: this field allows you to attach all necessary documents within the content of this protected document.

· If you have questions regarding how to complete the proposal process, please contact the chair of the respective curriculum committee or your college’s representative on the committee.
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